Research and Devzlopment Center

Navy Personnel

Sen Diege, CA 221528800

February 1987

NPRGC TN 87-13

e

Developing Perfermance Msaasures

for the Navy Radioman (RM):

Selecting Critical Tasks

- DTIC
ELECTE
% S WAR1 O WD Appeovad for pubc rekouse; Gistrbiston by unkaited.
D




DEPARTMENT OF THE NAVY
NAVY PERSONNEL RESKARGH AND DEVELOFMIHT CENTER
SAN CIEGO, CALIFORNIA 92152-6800

February 1387

From: Commanding Officer, Navy Personnel Research and Development Center

Subj:  DEVELOPING PERFORMANCE MEASURES FOR THE NAVY RADIOMAN (RKX:
SELECTING CRITICAL TASKS

Encl: (1) NPRDC TN 87-13

1. The Navy Job Performance Measurement Program is an sutcome i the Navy
Performance-Based Personnel Classification Sub-project (Z17701.001). Both efforts
constitute  significant centributions te  the Joint-Service Job  Performance
Measurement/Enlistment Standards Project. The IJoint-Service Project %Hss besn
mandated by Congress to link enlistment standards to job pes fcrmance, which can be
considered a landmark research thrust of the armed services. The present vesearch has
been funded primarily under Project Element Number 63707N .“anpov er Contrei System
Deveiopment) and Project Number Z1770 {(Manpower and Personneal Development).

2. This report detalis the selection of critical tasks for 2 performance ies! for first~
term incumbents of the vadioman (RM} 'atmg. The information it contains is intended to
benefit the research and the operational RM communities. Ultimstely, the cutcome of
the project will benefit the armed serwcc military and civilian research communities,
and applied industrial organizational payd}q!o‘gy mr.ggr\le'aL

v{"e&w E\C'-«ct’..w'

,{ { JOHM PASS
‘-.\ Jj By direction

Distribution:

Assistant Secretary of Defense (Manpewer, Reserve Affairs and Logistics)

Chief of Naval Operations (CP-1331)

Special Assistant for JRAP (Code 26)

Commandant of the Marine Corps (MPI-20)

Comr)nander, U.S. ARI, Behavioral and Social Sciences, Alexandria (PERI-POT-1), {(PERI-
ZT

Program Manager, Life Sciences Directorate, Bolling Air Force Base, DC (AFOSR/NL)

Center for Naval Analyses

Canadian Forces Personnai, Applied Research Unit, Canada

Defense Technical Information Center (DTIC) (2)




o AT

L.

. AR e T

s e

NPRDC TN 87-13

DEVELOPING PERFORMARCE MEASURES FOR THE NAYY RADIOMAN (Ri):

SELECTING CRITICAL TAIXYS

Stever E. Lammliein
Fereonne! Dacisions Reskarch institute
rinneapslis, MM 55518

Harhert Gnorge Baker
Mavy Personne! Reseacch and Gevelopment Center
Son Riego, CA 92152-£80D

Reviewed and approved by
Johin Pass
Head, Personnai Systems Depavtmant

Approved for public releass;

distzibution i uniimited,

Navy Pervonnei Reszarch and Development Canter
Ran Diego, Cailfarnia 92132-6300

February 1387




UNCLASSIFIED
SECURITY CLASSIFICATION OF IHIS PAGE

REPORT BOCUMENTATION PAGE

12 REPORT SECUPITY CLASSIFICATION 1b. RESTRICTIVE MARKINGS
UNCLASSIFIED
Za. SECURITY CLASSIFICATION AUTHORITY 7 OSTRIBUTION/ AVAILABILITY OF REPORT
Approved for public release; distribution is
2b. DECLASSIFICATION / DOWRGRADING SCHEDULE unlimited.
4 FERFORMING ORGAN!ZATION REPORT NUMBER(S) 5. MONTTORING CRGANIZATION REPORT NUMBER(S)

NPRDC TN 87-13

2. NAME OF PERFORMING ORGANIZATION 6b OFFICE SYMBOL |1 72. NASAE OF MONITORING GRGANIZATION
Mavy Personnel Research and (if applicable)

Development Center Code 62

6c. ADGRESS (City, State, and Z!P Cocle) 7b. ADORESS (Gity, State, and 2IP Code)

- W«vwwmﬁm

San Diego, CA 92152-6800

82 MAME OFf ZUNDING 7 SPONSORING 8b. OFFICE SYMBOL 9. PROCUREMENT INSTRUMENY IDENTIFICATION NUMBER
ORGANIZATION (If applicabis}
Bc. ADORESS (City, State, and 2IP Coce) 10 SOURCE OF FUNDING NUMBERS
PROGRAM PROJECT TASK WORK UNIT
ELEMENT NO NO NO. ACCESSION NOI
€63707N 21779 Z1776.001
HHT Classification)

bEVELODING PE’. FORMANCE MEASURES FOR THE NAVY RADIOMAN (RM): SELECTING CRITICAL
TASKS

12. PERSONAL AUTHOR(S)
Lammlein, S. E. and Baker. H. G.

. TY] F RCPORT 3b. TIME ERED 14 QF REPORT (Year, Month, Day} {15 P COUNT
}?\'terr\;%o 1;30:5 §3\1 10 36 ?ﬂs February bt y ﬁ

16 SUPPLEMENTARY MOTATION

B COSATI CODES 18. SUBIECT TERMS (Cantiros on reverse if necessary and idntify by biock mweher)
F'Etg GROUP 3Us-GROUP Job performance measui*ment, joint-service research, critical
9 07 task identification and selectian, iob analysis, content sampling

19 ABSTRACY (Continve on reverte if necessary 3okt identify by dlosk rumbwr)

This report details the identification and selection of a set of critical tasks within t.» iob ot firsty
terrn Navy radiomen. The research reported herein is being conducied as a preliminary requirement fof
developing performance measures for the congressionally-mandated joint service job performance
measurement/enlistment standards project.

20 OISTRIBUTION/ AVAILABILITY OF ASSTRACT 2. KEETARCT SECYRTTY CLASHIFCATION ‘
FRUNCLASSIREDAUNLIMITED [ SAME &S #pT.  [Jomic users |  UNCLASSI
738, NAME OF RESPONTIBLE NDIVIDUAL 715, TELEFHCNE faclude Arca Code) | 22¢. OFFICE SYMBGL
. Baker (619) 225-2‘#08 Code 62
R IR S
DD FORM %473, 53 MAR 83 APR adition may be used undil exhsusted sscg JRITY Q&AL&QL‘Q._Q‘ THIS PAGE

All other editions are gbinlate




SUMMARY

Problem

The global problem addressed by this research is the deveiopment of measu ament
technology that can relate enlistment standards to actuaj job performance. Within that
overall effort, it is necessary to develtp performance measures for the Navy radioman
(RM) rating.

Cbhjective

The research detziled in this report identified a set of critical tasks within the job o”
a first-term Navy RM, as a preliminary requirement for developing performance
measures, '

Approach

Task identification and selection was accomplished in a two-phase approach that
includad job analysis, interview, questionnaire, card sori, -atz analysis, and the experi-
ence-based judgment of subject matter experts (SME) as.proaches. The research drew
upon the judgments of both RM job incumbents and suyarvisory personnel. Reliability
analyses and factor analyses were completed on questionnaire response data and on
judgment-based task categorization data. Candidate tasks weres recommended to a
Quality Control Review Panel (QCRP}, a group of specialiy selected Navy job experts
cooperating in the research, which made the f{inal iask selection. Critical task
identification and selection was guided by Cuion's {(1979) paradigm for reducing the job to
a job sample.

Results

The research necessary to reduce the job to a job sample was accomplished. Data
analyses revealed excellent reliabilities. The selected critical tasks form the basis for
test items that will be developed for administration in the operatioral environment.

Conclusions

I.  Critical tasks {or first-tecrn RMs were identified through a systematic procedure that
included description of the job content universe and sampling from that universe, While
there is some possibility that one or more tasks might prove infeasibie for hands-on
administration--and therefore reyuire replacement—-the final list of critical tasks repre-
sents a sound basis for item deveiopment.

2. This res2arch attempted to operaticnalize assumptions about what should be included
in the performance test and to use them in the job analysis and task selection. To a large
extent, this effort was successful: The task selection was based on criteria meaningful
for the purposes of measurements.

3. The procedures used to cbtain the final job sample ensure that the tests will have
high content validity. The QCRP reviewad work at each step In the process, assuring a
high quality product. The QCRP procedure aiso 2stablished an audit trail, facilitating
acceptance of the final test package by the commands whose representatives are on the
panel. Data indicate that reliable judgments were cbtained.
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Recommendations

. Accept the critical tasks identified in this research as a valid subset, or domain, of
the test content universe for RMs,

2. Using the set of criticai tasks identified here, proceed 2o develop the hands-on job
sample test, the job knowledge simulation test, and the rating scales.

3. Consider applying the procedures for domain definition employed in this research to
the development of performance measures for sther Navy ratings.

JO8 CONTENTY
UNIVERSE

JOB CONTENT
DOMAIN

TEST CONTENT
UNIVERSE

TEST COMTENT
BORAIN

Figure 2 (s=e p. 4). Task identification and selection for testing the Mavy radioman. The
Joint Service Job Performance Measyrement/Eniistment Standards Project will eventually
fink enlistment standards directly to job performance. Current standards are based on
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INTRODUCTION
Problem

In response tc Congressional and Department of Defense (DoD) concerns, the services
are investigating measura:aent approaches that might make personnel classification more
performance based. A previous report (Laabs & Berry, In press) cutlined the research
strategy of the Joint-Service Job Performance Measurement/Enlistmens Standards Pro-
ject. Basically, that strategy is to construct hands-on performance measures and
investigate their usz for job performance predictor validation. A major research focus is
the development of job sampie tests that can be used as a high-fidelity benchmark against
which suirogate, less expensive, measures wili be compared.

The global problem is the development of measurement technologies accurate encugh
to refate enlistment standards to actual job performance. Within that overall effort, it is
necessary to develop perfermance measures for the Navy radioman (RM) rating. Because
(1) a major career point is re>ched by survival s> the end of the first enlistment, and (2}
the emphasis is on apprentice-i~vel job pesformance prediction, the effort reported here
focused on first-termers (i.2., job incumbents with 4% months or less service).

The RM rating was selected by the Navy for performance test development hecause
(i) it is critical 10 mission success; {2) it has a large population, including substantial
numbers of women and ethnic minorities; ana (3) it is similar to RM jobs in the other
armed services (Laabs, Baker, Kroeker, & Kidder, 1986). Under contract, a number of
pcrformance measures are being developed for this rating including (1) 2 haads-on job
samgple test, (2} a job knowledge simulation test, and (3) a set of rating scaies.

UbteCtive

The objective ¢ the research dstailed in this report was to identify a set of critical
tasks sutsumed withn the job of a first-term Mavy RM, as 2 preliminary to developing
performance measlts,

Background

A job performance measure is a sampla of stimuli and behavior from a larger domain
of job content, and the fidelity with which this sample represents the jcb content domain
is a serious scient.fic issue (Brush & Schoenfeldt, 1982; Distefano, Preyer, & Erffmayer,
1923; Guion, 1975). Thus, selecting an array of critical tasks is the first 2nd perhaps most
important step in tost development. Unless performance measie . & ¢ constructed on the
basis of careful cortent sampling, a criterion-related validity study hecomes an infinite
regress argument (Enel, 1956, 1977; Gulon, 1977). Too often, ths definition of the totai
job content and task sampling are haphazars processes in which the objectives for the
resulting measure are never made expiicit. This can result in measures of low utility.

In the presem casc, ., the pericrmance measures to be valid, they must adequately
represent the important tasks done by first-term RMs. In fact, the vaiidity of the entire
test package 1o be developed—the hands-on job sample test, jcb knowledge simulation
test, and the rating scalas—depends on the adequacy of the methods used in identifying
and selecting the behaviors to be tested.

Out of the many tasks done by RMs, a3 manageable subset must be selected as
candidates for the hands-on test items. Tes? items will be critical job tasks that can
feasibiy be measured in the hands-on mode.

.




A Definition of "Critical®

There are a number cf ways in which one might define "critical" for purposes of task
setection. One might, for example, seiect the tasks that have the most dire consaquences
in the czse of insdequat> performance, or those that are performed most frequently, or
those on which the largest volume of training resources is spent. In any case, the
definition should, to a iarge exteant, refilect the use of the information that will be
gathered.

The current application of the data involves the development cf different types of
performance measures to ascertain which are the most {easibl» for use in a jater, more
encompassing, vaiidation effort. One of the types of measures to be constructed is a job
sample test, which involves sufficient expense and administrative steps to limit the
number of tasks that may be tested. For that reason, a target of i% tasks was estabiished.
This rather small number of tasks that can be tested makes sven more important the
careful selection of tasks, taking into account the users of the tests, the amount of
information expected to be provided, and the individual duty assignments to be examined.

Examinee acceptance was essential. That is, it was important that the Navy RMs and
the test scorars view the tests as valid measures of important parts cof the job.
Importance in this context includess {l) perfcrmance by a sizeable number of RMs and (2)
importance to miscion success.

Te evaluate performance measures, scientists need variance in task performance,
Consequently, it is desirable to seiect tzcks that are neither so hard nor so easy that little
infermation is gained by measuring perfermance on them.

rinally, in light of the exigencies of Navy work, it was necessary to select tasks that
cut across different types of Navy RM assignments, inciuding ship; shore, large and small
operational units, and so on.

The definition of "critica)” that emerged may be summed up as follows: Critical
tasks are those that are (1) performed by a sizeable number of incumbents, {2) important
to mission success, (3) characterized by at least moderate performance variance, and (4)
subsumed in & iarge number of Navy RM jobs that cut across varied duty assignments.

The Noticn of Utility

Determining the job content domain necessarily involves tradeoffs. One such
tradeoff is between two facets of representativeness identified by Fitzpatrick and
Morrison (1971): fidelity and comprehensiveness., Fidelity is the realism with which
individual domain eiements are repreduced in the test. Comprehensiveness is the number
of domain elements represented. The tradecff betwsen these two may be illustrated by
hands-on measures, which produce maximal fidelity but are 30 expensive to devzliop and
administer thav they are generally limited in comprzheasiveness.

When tradeofis are invclved, decisions must reflect utilities based on values assigned
to different outccmes. Utility in testing has been largely confined to (1) predictors and
(2) critericn-related methods. However, i: should be rememberad that utility, troadly
defined, is the payoff the organization receives from a measurement effort, whether that
eliort results in a predictor that has been vatidated by a criterion-related method or a
performance measure that has been coastructed with content-criented techniques. A
number >f lactors may increzse or decrease ihe utility of a performance tesi. Basing it




on tasks that are critical to organizational siuccess tends to increase the utility, as would
using the resources tc measure performance on areas of the job that are not performed
well by all incumbents. A successfui-hurdles approach (i.e., an approach based on a
particular sequence of events) to this probiem can kelp ensure that the various utility
considerations have received appropriate weight in the task selection process.

GENERAL APPROACH

Criticai task identification and selection was accomplished by an approach that
inciuded job analysis, interview, questionnaire, card sort, cata analysis, and the experi-
ence-based judgment of subject matrer experis {SMEs). The research drew upon the
judgments of both RMs and their supervisors. Candidate tasks were recommended to 2
Guality Control Review Panel (QCRP), a group of specially selected Navy job experts
cooperating in the research, which made the fina! task selecticn.

Critical task identification and selection was guided by Guicn's (1979) paradigm for
reducing the job to a job sample. It includes four entities often confused or not clearly
defined in discussions of content sampling methodology. A basic distinction in the model
is made between a universe and 2 domain. A domain is generally a norrandom sample
from a universe (Figure 1). Guion's four major steps include determining the (1) job
content universe, (2) job content domain, (3} test content universe, and (4) test content
domain. Our research addressed these four steps in two phases, the first dealing with
selecting job content and the second with selecting test content, as shown below.

Job content universe

~-Joh content domain

Test content universe

Test content domain

Figure 1. Venn diagrams relating job ccntent to test content,
fabelied for Phase of Effort (adapted frem Guion, i579).
Test content includes nonjob elements such as scoring
procedures and rtules for generating test stimuii and
rasponses.

The critical tasks selected form the basis upon which the test items will be developed
for administration in the operaticnal environment. Figure 2 shows the steps we used (o
adapt Guion's (1379) schema. It shows the orderly reduction of job task information
contzined in the job content universe to the {final set of 15 tasks selected for test
development, indicating the major sources of information used in each step.




JOB CONTENT
URIVERSE

JOB CONTENT
DOMAIN

TEST CONTENT
UNIVERSE

TEST CONTENRY
DOMAIH

Figure 2. Task identificaticn and seiection.




PHASE OKE: SELECTING JOB CONTENT

Step 1: Defining the Job Content Universe

The first component of the Guion model is the job content universe, which consists of
all the tasks, duties, and characteristics of the job. The consirained job contenti universe
with which this effort was concerned is that of the first-term RM jcb, whether located
ashore or at sea, at a large or small inctallation.

To develop the task list, the research staff began by reviewing job documentation
such as previous job analyses, training materials, and so forth. The RM job content
universe was defined by a comprehensive task analysis. Two major sources of information
were used: data from the Navy Occupational Task Analysis Program (NOTAP), which is
used to develop the RM occupational standards, and the Job Task Inventory (JTI), which is
used in developing the entry-level training (i.e., "A" school) RM curriculum,

The two sources overlap considerably and contain 500-600 different task statements.
Examples of tasks from each source are listed in Figure 3.

To supplement the information from these two sources, we interviewed first-term
RMs and their supervisors, in which the major task areas of the job were defined and the
component tasks of each task area were detailed. We augmented the interviews with job
observation.

We wrote descriptions at a level of specificity that would facilitate feasible,
meaningful units for hands-on testing. To ensure that all task statements were written at
the same level of generality, subtasks were accumulated into more comprehensive tasks,
while broader, more general tasks were separated into their constitueni parts. The
original list included welf over 500 tasks that defined the job content universe.

Step 2: Determining the Job Content Domain

Mext, the job content domain for first-term RMs was specified. The job content
domain is a sample from the job content universe that has besn chesen for testing
according to some predetermined objective(s;. In this case, only tasks in the technical
proficiency domain were selected.

The joint-service research strategy addresses technical jeb proficiency only, speci-
fically excluging purely military or routine administrative tasks, as well as other job
performance considerazions such as team tasks and motivational, situational, or stress
iactors. Since the purpcse of the project is to construct measures tapping first-term RM
specialty-specific performance, only those tasks performed uniquely by first-termers were
of interest: Navy-wide tasks such as cleanup and damage control were not. The
refinement process deieted Navy-wide tasks, as well as those not within the normal
purview of first-termers.

Initial Task Selection

Method. The original list of task statements was refined and reduced through two
workshops that included SMEs who were supervisors of first-term RMs. Both ship and
shore installations were represented. Seven senior Navy enlisted personnel and one
civilian attended the first werkshop, which was held in Szn Diego. A second workshop,
held at Norfolk, Virginia, in which seven senjor Navy enlisted personnel participated,
further shortened the iask list,
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Results. Through this refinement process, 12% task statements were initially
selected. These were evaluated by the QCRP, which approved & final list of 137 sk
statements (the panel added 3 tasks to the original st} These tasks specifically address
technical proficiency.

ldentification of Job Categories

Method. To help later selection of est content, an additionsl, parallel step of
categorizing the tasks along underlying ioh performance dimensions was required.
Sampling from what will fater become the test content domain along wunderlying
dimensions ensures adequate job content representation. During this siep, job categories
were jdentified in a workshop setting.

In order to derive the job categories, a taxonomy of tasks was developed at 2
werkshop attended by 12 senior staff personnel from the Navy's entry-level RM training
course in San Diego.

Card decks were used to identify the job categories for stratified sampling of critical
tasks. Each task was placed on one card. (At the time that this sorting task was done,
the task list consisted of 132 statements, 8 of which were later deietad.) Thirtesn RM job
experts then sorted the cards into categories of the same type or that dealt with the same
type of equipment. The instructions for this task, adapted from Borman, Toguam, and
Rosse {1977}, did not restrict the number of categories that could be used. The sort
yielded the following categories: {1} preparing and processing messages/establishing
comsnunications, {2} setting up equipment, {3) maintaining equipment, and (4) handling
secure materials.

To achieve a metric multidimensional scaling solution, the individual sertings were
first cumulated into a 132 x 132 raw similarity matrix, with each cell 5 representing the

percentage of times that tasks i and j were placed in the same category by the i3
respondents. A mean interproduct matrix was then computed from these similarities
using the following formula:

132
2 Sk Sk
M.. = r:l

Y 132

This measure’s advantage over the raw similarity measure is that it takes into account the
patterns of similarity across all tasks. The factor analysis of similarity indices is
described in Nunnally (1978) and Torgerson (1965).

This matrix of mean interproducts was then factored, and the factors were rotated
using the varimax criterion. Tasks were assigned to factors using the highest loading, as
the goal was to sample tasks from content areas. The number of factors to accept was
based on an examinaticn of the magnitudes of values in the factor structure matrix for
cach factor. The four factors accounted for 97 percent of the variance.

in forming the categories, we emphasized interpretation over strict adherence to the
aigorithm. The goal was to identify job categories only as broad guidelines for task
selection; the ultimate task selections were to be made by job experts using, in part, the
job analysis questionnaire data. The data analysis was thus used only as a tool to aid
exper1ts' interpretation of the job.
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Results, An orthogonal four-factor solution was chosen based cn interpretability and
magnitudes of factor loadings, and the factors were interpreted by the items assigned to
each, The names of the four factors and the numbers of tasks assigned to each are as
foilews: preparing and processing messages/establishing communications (69), setting up
equipment {23}, maintaining equipment él), and handling secure materials (i1). As an
attemps 1o increase the interpretability of the results, other procedures for assigning
tasks to tactors were atiempted (such as using all the factor loadings); however, this did
nat incrasse interpretability. Eight tasks were subsequently eliminated based on the
QCRP recammendatiens, leaving 124,

PHASE 2: SELECTING TEST CONTENT

Swen 3: Defining the Test Content Universe

The next step in the procedure is to identifly the test content universe, which in
addition to tasks, consists of rules for generating test stimuli and responses, scoring
precedures, and cenditions for measurement. Put simply, this universe embraces ail tasks

that couid be included in a hands-cn test, plus elements introduced by the testing
situation.

The testing situation includes conditions impose¢ to achieve relatively standardized
testing and the procedures used to observe and record responses. For the RM rating, the
tast content universe is egséntially the sarne as the job content domain, defined by the 127
tasks wlentified in Phase 1, except for the addition of the testing conditions. These
testing conditions will have to be specified after test item develosment and refined after
The piipt test.

A way must be found to reduce the test content universe of 127 tasks to manageable
propertions. Some priorities must be established to determine test content domain {i.e.,
tasik selection fur test developwnent). One of the typical methods to set task selection
priorities is to gather information on the criticality of performing each task correctly and
the frequency with which it is done. During this step 2 questionnaire was developed and

administered 20 gather the information required to determine the tast content domain in
Step &.

Method

Questionnaire development. The Navy conducted an extensive survey to gather
judgments from personnel in the rating. The 127 task statements that define both the jeb
content domain and the lest content universe were incorperated in a2 questionnaire, the
Radicman (R#) Survey Form, designed to isolate the critical first-term RM tasks.

The questionnaire was developed in two forms, both based on the same task list. One
was for first-term RMs (thosz RMs with &4 or feszs years of active duty), and one for
supervisors (RMs with between 4 and 10 years of active duty),

The scales and anchors were developed in discussions with job experts. The QCRP
had preposed four judgment scales: (1) frequency of task performance by first-termers,
(2) difficulty {complexity) of the task, (3] importance of the task to mission accomplish-
ment, and (4) frequency of errors on the task by first-termers.

The questionnaire for first-term RMs (Appendix A) asked them, first, to check the
tasks they perform and then, for each task checked, to rate (1) the frequency with which




it is performed and {2) the complexity of the task. All responses were made using the
5-point scales shown in Appendix A, The other questionnaire, for supervisors of first-
terrn RMs (Appendix B), asked supervisors, first, to check those tasks performed by first-
termers, and then, for each task checked, to rate (1) the importance of the task for
mission success, and (2) thie performance errors made, or the percentage of time that the
task is performed incorrectly when it is done. The first rating scale for both
questionnaires was designed to measure task importance, the second to measure task
variance,

The questionnaires were designed for self-administration, with completely self-
contained instructions. Random-response items were included to identify individuals not
taking the questionnaire sericusly.

The instructions and rating scales were refined based on two pretests with 20 RMs
and supervisors. One major change was that the scales were changed to reflect absolute
rather than relative judgments, with the review panel providing the scale values, or
anchers. That is, judgment was made against an external scale with each level defined,
rather than vis-a-vis other items, judgments, etc.

Questionnaire administration. The QCRP assisted in developing the sampling plan for
distribution of the RM Survey forms. Panel consensus was that the jobs of first-term RMs
probably differ, depending primarily on whether the job is in a large or 2 smail
comrunications facility, Other differences might occur depending on the job site: that
is, ship or shore instailation. Therefore, hull types and shore installation types were both
dichotomized by the panel into large and small categories. The review panel asserted that
there is no difference whatever in the RM's job between overseas and continental U.S.
locations.

The questionnaire administration was designed using a proportional sampling plan
based on the number of RMs and supervisors in each of four sampi'ng cells defined by
these distinctions: ship versus shore, and large versus small insta.lation {for ship and
shore). The large versus small installation comparison was of interest within both ship and
shore groups.

Using the Enlisted Master Tape, the total! number of RMs (both first-term and
supervisor) assigned to each Navy facility categorized by the review panel was deter-
mined. Population totals in each of the four cells (made by crossing facility size and
sea/shore location) were used to determine the number of questionnaires to be mailed.
(Submarines were excluded from the selection process to minimize adverse impact on
operations.)

The propertion of parsonnel who performed the tasks was the most widely varying
aspect revealed in the data collection. Because of this, the simple random samgling
formula for binomial data (with correction for finite populations) was appliad to each cell.
This ensured an adequats sample for each of the four potential job subtypes, shouild
separate tests Jater prove necessary; that is, if a common core test cannot be achieved.

Because each ceil includes a number of ditferent types of ship or shore installations,
the sample was drawn propottionally within #ach cell according to installation type. The
PQ split {where P = probability of endcrsement of a response, and Q = probabiiity of
nonendorsement of that response) used in the sampling formula was worst case (i.z., .5),
the level of tolerance was .10, and the probability level set at .95. Thus, the number of
personne! surveyed in each cell was determined by the formula:
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N = Lk
* T3 N7 Pzpulation

The final questionnaire was sent ic approximately 500 first-term RAMs and 500
supervisors throughout the world. To facilitate timely return of the questicnnaires,
personnel assigned to ships that were deployed, on overseas cruises, ¢r in overhzul status
were eliminated. Except for this restriction and the exclusion of submarines, sampling
was random,

The questionnaires were addressed to individuals by name and dalivered via their
commanding officer, along with a letter summarizing the purpose of the project and
explaining that their response was important. Receiving commands were provided with an
envelope for returning the questionnaires to research staff.

Results

Table | presents the number of job analysis questionnaires sent, returned, and deemed
useable by the screening for response integrity {whether the questions were taken
seriously). The mean return rate across sampling cells was 77.50 {range 73-84), but the
mean useable return rate after screening was 52.75 (range 46-62). Whils no obvious
differences could be discerned between those who did return useable questionnaires and
those who did not, the rather low number of useable questionnaires shouid be noted.

Table !

Sampling Informaticn and Return Ratec for Job Analysis Questionnaires

Percent Returned
Group Sent Returned Liseable and Usesble

First-term RM

Shore
Large 149 117 69 49
Smali 120 91 55 46
Ship
Large 137 109 77 56
Small 42 105 38 62
Supervisors
Shaore
Large 138 112 72 52
Smali 119 92 59 b
Ship
Large 114 &5 52 %6
Small 132 97 31 61
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The first step in data analysis was the response integrity check on all guestionnaires
to screen out those with questionable response patterns. Intraclass correlauions were
calculated within sampling cells to assess the reliabilities of the questionnaire responses.
The following were computed for each task: percentage performing (incumbents) or
supervising {supervisors), both overall and within sampling ceils; and mean vaiues on all
response scales, beth overall and within sampling cells, To assess variability Letween
sampling celis, point biserial correlations were computed for differences betwesn ship and
shors, large ship and small ship, and large shore and small shore.

The percentages performing or supervising and the mean values on the respanze
scales from the job analysis questionnaire, both overall and within sampling cells, were to
be used in critical task selection. Since critical task selection is made rejative to a
number of possible criteria, specific ruies were not established prior tc examining the
data., However, the following served as guideiines: (1) Tasks should be performed by 2
large percentage of the job incumbents, (2) critical tasks should be among the most
important and frequent as viewed by questionnaire respondents, 2nd {3) tasks should be
intermediate in difficulty such that they are neither too difficuit nor too easy for the
typical incumbent. It was the intent to apply these rules for both the overal! sample and
within each sampling cell; thus, the goal was to select tasks meeting the above criteria in
all sampling cells. Selecting in this way, if the data permit, produces a set of critical
tasks with maximum utility to the Navy.

Reliability. Intraclass correlations were computed on the importance and frequency
scale responses to assess reiiability. On these scales, when a taszk is not performed or
supervised, a "0" rating may be assumed; and there is thus no missing data (ratings were
m:ade only for tasks parformed or supervised). This is not the case for performance errors
and for complexity: A "0" cannot be assumed if the task is not checked as performed or
supervised. As a result of this difficuity, reliability analyses were not conducted on these
two latter scales.

intraclass correlations, for both single raters and composites {corrected with the
Spearman-Brown formula), are shown in Table 2. The means for each celi on each task
were used as the decision-making unit for critical task selection. All reliability estimates

were quite high, indicating that the composites on which critical tasks were selected are
quite stabie.

Table 2

Mean Reliability Estimates for Job Analysis Questionnziras

First-term RM Supervisors
Ship Size Shore Ship Shore Ship
Large 95 .94 .97 .56
Small .97 .9% .57 .95

Note: Cell entries are intraclass correiations corrected with
$psarman-Brown formula.
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Step 4: Determining the Test Content Domain

The test content domain consists of the actual selection of measures from the test
content universe. 1his is the selection of the job sample, The method for determining the
domain will incorporate decision rules, concurrence of the QCRP, and the logistical tasks
associated with field data coliection and analyses. The results, and the consequent
achievement of this fourth and final step in Guion's (1979) paradigm, will be accomplished
through the development cf hands-on test items for the operational environment. The job
sample has been seiected, and test development is underway.

The decision rules that would seiect the best set of tasks were formulated by
analyzing the questionnaire data by ths procedures outlined above and examining
percentages performing or supervising and the rating scale means, These vaiues varied
considerably between job categories; the means and standard deviations of task means
irom each category are summarized in Tatle 3 according to the questionnaire ratings.
There are two significant implications about these data: First, the job categories
capturec meaningful differences in performance patterns for different parts of the job
and hence have some utility for representative sampling of critical tasks. 3econd,
because of for the large/smail and ship/shore categories, different decision criteria for
critical task selection will have to be applied in each category. Though the same basic
steps could be followed for each category, the criteria at each step may have to be
different to select the target number of tasks.

Method

The decision sequence for task selection was based on the following assumptions: (i)
Moving from general (sample-wide) information to more specific (within cellsj information
would produce the imost generalizable set of tasks; (2) supervisors' judgments are more
valuable than those of first-term RMs, so percentage supervising, importance, and
performance -error values should generally be given weight cver percentage performing,
frequency, and complexity; and (3) the best determinants, in order of criticality, are
importance and frequency, percentages parforming and supervising, and performance
errors and complexity,

As noted above, the technical proficiency task list was drawn from several sources.
To sample critical tasks representatively from different areas of the job, a target number
of tasks to be selected from each job category (large/small and ship/shore) was
determined. This was basad on the numbers of tasks assigned to each category in the
factor analysis. These targeis were proportional to the number assigned; for example, if
50 percent of the tasks were assigred to Job Category I, we pianned to select 50 oercent
of the tasks from that category il the data would permit that number. These targets were
to be considered guidelines, not guotas, as the data might suggest fewer tasks for some
categories and more for others, The goal was a set of critical tasks witheut sacrificing
the criticality of individua! elemants for the representativeness of the entire set.

The strategy employad was a muitiple, or successive, hurdles exercise, Figure &
summarizes the procadure.

A concrete example of these rules in application is shown in Appendix C, which
putlines the decizion steps for choosing the eight tasks from Job Category 1. The primary
rank ordering of tasks was done on the basis of overalf criticality means, which reflect
that the most general information for that scale is based on supervisers' judgments and
incorporate the best determinants of criticality. Decision steps then proceeded to more
specific information, information from: incumbents, and the other indicators of task
criticality.
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Summary of Job Analysis Questionnaire Data by Job Category

Table 3

-

Job Category

! 2 3 4
Preparing and
processin Handling
messages?es:. Setting up  Maintaining  secure
Item communications equipment equipment materials
Number of Job Tasks 69 23 2! 11
Percentage Performing
Mean 44 25 19.5 40.2
5tandard Deviation 21.1 16,1 18.9 11.6
Percentage Supervising
Mean 43 34 27.2 52.9
Standard Deviation 20.} 18.8 19.2 11.4
Importance (Supervisors)
Mean 3.25 3.43 3.38 .43
Standard Deviation 49 .49 .35 »33
Frecuency (Incumbents)
Mean 3.39 2.55 2.19 z.99
Standard Deviation »66 .39 47 .38
Per{. Errors (Supervisors)
Mean 1.5% 1.7% 1.32 1.12
Standard Deviation .24 .22 .14 .04
Complexity (incumbents)
Mean 1.73 2.02 1.87 1.67
Standard Deviation .26 .22 .24 >16
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1. Seiect tasks with the most critical ratings ovanali

2. Discard tagks thal:

2. have a iow perforrnance frequency

b. are performed by a fow percentage of the sampling popuiaticns
¢. have a low percsntage of Derformance &Tors

d. are characterized as low complexity

3. Ensure proportional representation by cstegory

Figure 4, Successive hurdles for final task selection.

Results

Lising basically this same sequence of applying job descriptors but varying the cutoffs
as appropriate, given category differences, 13 tasks were designated as primary recom-
mendations for selection and 9 as secendary racommiendations. The distribution of tasks
across categories is shown in Table 4. It is ciear from that table that few of the tasks in
Categories 2 and 2 merited consideration as critical.

Table %

Preliminary and Final Critical Task Selectioa by Job Category

Prelimirary Finai Selected

Job Category Primary Secondary Tasks
i. Preparing and processing

messages/establishing

communications 3 7 is
2. Setting Up equipment 3 0 &
3. Maintaining equipment 1 ] 3
k. Handling secure materials 1 2 3

Ultimately, 22 tasks were seiected as critical. This set consisted of most of the
original 22 primary and secondary tasks, with the exception that 3 tasks were dropped and
3 not in the injtial set were addad. The added tasks reflected operationai requirements
that are to be more heavily emphasized in the future by the Navy. The dissribution of
selected tasks across job selected is also shown in Table 4. The szlected tasks are listed
in Appendix D.
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Expert Judgmens

The final responsibility for critical task selectior was given to a review committee of
Navy iob experts. The primary and secondnry task recommendations, ziong with
supperting cata, were supplied to the commiriee. The committee made its selections
based not only upon the data, but upen feasi ility of testing, vperaticnal regquirements,
azailability of equipment, testing time, and 0 forth.

To assist the GCRE in this process, zzclisninory “xsk selections were made using the
iob anzlysis data. An overail target «4 15 ¢-itiZ .’ ‘23Kks was set; however, the final
number depended upon the outccmes of the 2w anafysis, Previous experienca with
hands-cn testing in other Navy ratings indicired hat 15 was a fvasible and sufficient
number of tasks. Job experts received both primar and secendary task recermmendations
the secondary group was somewhat less preferred > -2d on the data alone), Based on the
a.signment of tasks to job categories, the following targets were determined for appoint-
ment of the 15 critical tasks across the four czzegorids: From Category 1, eight tasks
would be selected, thrae tasks would be seiected from both Categories 2 and 3, and one
ta-k would be selected from Category 4.

The decision criteria were flexibie only up 10 a certain point, It would not be prudent
to select tasks to {ill a category quota if an insufficient numb=r 57 tasks in that category
failed to meet reasonable criteria eof criticality., For exx.ple, if only one twask in &
category was performed by a sizeab:# :_.mber of first-term RMs and wasz further the oaly
cne rated as especially critical, fregu.~t, and so forth, that task should be the oniy one
selected from that categery.

Note that the 15 tasks are included in those shown in Table £. The fnal sat of tasks
was based on & melding of data and expert judgment. The QCRF carefuily scrutinized the
list of candidate tasks and, based on their accumulated experience in the Fleet, made
recommendations for or against each tzst izem.

The final task set that emerged was based on copsideration of such interactive
complexities as time constraints, impact on operaticnal conditions, equipment require-
ments, fessibility for hands-on testing, and the intratest compatibility ang sequancing of
items. Tasks were chosen based on coverage for the category. representativeness of
actuai first-term RM duties, and feasibility for testing. Severa! jasks ware also put in
legiz <! sequence by QCRP. An important consideration wiil be the question of exactly
whai equipment is to be used for on-site data collection. The actual hands-on test wiii be
asministered using the Communications Team Trainer, which duplicates a "radio shack™
and uses actuai equipment.

By adding a number of tacks, then carefuily sequencing and timing the tasks, the
QCRP szrived at 2 set of ifems that are testable on current inventory equipment, shouid
not osove inordinalely jong in adminizriration, and provide very realistic job coverage for
the drst-term #24. The final list of 22 tasks is contzined in Appendix D.

COMNCLUSIONS
1. The critical tasks for first-term RMs were identified through a systematic procedure

that included thorough description of the job content universe and sampling from that
universe. While there is same possibility that one or more tasks might prove infeasible for
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hands-on administraticn—and therefore require replacement—the final list of 22 critical
tasks deveioped in this eifort represents a sound basis for izern development,

2. This research attempted to make explicit the assumptions about what should be
included in the performance measures and tc operationalize them in the job anaiysis and
task selection. To a large extent, this effort was successful, as the task selection was
based on operaticnally meaningiul criteria relevant to the purposes of measurement.

3, The procedures for obtaining the final job sample ensure that the tests will have the
high content validity. The QCRP's expert review of work at each step assures 2 high-
quality product. In additior, the QCRP prccedure established an audit trail, facilitating
acceptance of the final test package by the commands whose reprezentatives are on the
panel. Data indicate that reliable judgments were obtained.

4. The iob analysis procedure used in this content sampling appears to be generalizable
enough to be useful with 2 variety of different Navy ratings.
RECOMMENDATIONS

1. Accept the critical tasks identified in this research as representing 2 valid subset of
the test content universe,

2. Using the set of critical tasks identified here, proceed with the development of the
hands-on job sample test, the job knuwledge simulation test, and the rating scales.

3. Consider appiying the procedures for domain definition employed in this research to
the development of performance measures for other Navy ratings.
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INTRODUCTION

The Navy is conducting a project to find the best ways to measure the
Job performance of first-term Radiocmen in the Navy. This questionnaire
is an early step in that project. 1Its purpose is to learn more about
the first-term Radioman jeb from those who know it best--first-term
Radiomen and their supervisors.

Please take the time necessary to carefully consider each item and
answer it to the best of your knowledge. We appreciate your help.

PRIVACY ACT NOTICE

Under the authority of 5 USC 301 judgments concerning the job perfor-
mance of first-term Radiomen are requested for a research project on
performance assessment.

THIS INFORHATION PROVIDED Will NOT
OF YOUR OFFICIAL RECORD, NOR WILL IT Bf USED TO MAKE DECISIONS ABOUT
YOU WHICH WILL AFFECT YOUR CAREER JN ANY WAY. It will be used by the
Navy Personnel Research and Development Center for statistical purposes

only. Return of the questionnaire constitutes acknowledgment of these
Privacy Act provisions.

This questionnaire has been assigned Report Control Symbol OPHAV 5312-
5(0T), which expires 30 June 1985.




GENERAL INFORMATIGN

Please prini your answers in the spaces provided or, where apnlicable,
place a check mark in the gne blank that best appiies to you.

et
.

W N

Name:

Social Security Number:

Complete Work Mailing Address:

What is your current pay grade?

E-2
£-3
tE-4
£-5
Other (please specify: __

1

)

How fong have you bean in the Navy?

Less than & months

6 months to 1 year

1 year to 18 months {} 1/2 ye2ars)

18 months to 2 years

z years to 30 months {2 1/2 ysars)

30 months to 3 years

3 years to 42 months {3 1/2 years)
——_ %2 months to 4 yzars

4 years or mors

What is your currest assignment?

Ship
. Shere installation

If your cyrvens assionment § 539, enter the ship type and hull
aumber {z.y., C¥NES, FF1083):

£o on to the nrxi page
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If vour current assionment is gn shore, check the type below:

General Duty
NAVCAMS (also check one of the foliowing:)}
Fleet Center
Tech Control Facility {including SATCOM)
Message Center/Data Base/Computer Deck
RAVCOHMSTA (also check one of the following:)
___ Fleet Center
Tech Contrel Facility (including SATCOM)
Message Center/Data Base/Computer Deck
Receiver Site
Transmitter Site
NTCC
Other {please specify:

i

7. How long have you been in your current assignment?

Less than 3 months

3 months tc 6 months
6 months te 9 wonths
9 months tc 1 year
More than 1 year

i

Go on to the next page




INFORBATION RBOUT JOB TASKS

This section contains a 1ist of first-ters Radioman job tasks. The
task 1ist was developed by examining job descriptions, talking with
Radiomen and their supervisors, and observing first-term Radiomen on
the jeb. This 1ist covers 31} first-term Radioman jobs at 211 instal-
lations, so it may contain some tasks that you do not do on your jeb.

In this section, you will answer three questions about theze tasks:
--1s each task part of your currant job? For each that is...

--How frequentiy is {t performed?

--How complicated is it te perform?
As you fill in the Guestionnairs, consider only the work you do in your
surrent job assignmeni. Do not consider tasks you perfoermed in pre-
vinus assignments.

PART OF CURRENT J08 Judgment

Read the first task and decide whether it is part of your current job.
if the task is a part of your curreat job, place a check mark next to
the task in the coluam Iabeled "PART OF CURRENT J0B". If the task is
pot & part of your current jeb, go on to the next task without placing
anything in the PART CF CURREKT J0B column.
Go through the entire list of tesks in this way. DO NOT FILL I¥ ANY OF
THE OTHER COLUMNS UNTIL YOU HAVE GONE THROUGH THE ENTIRE TASK LiST AMD
INDICATED WHICH TASKS ARE A PART OF YOUR CURRENT J08.

Example

Following §s an example of how one first-term Radioman indicated which
of three sampie tasks ave part of his/her current job.

'
;
X
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|

}
2
i
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1. _Encode/dacode call zigas,
2. Rig emergercy antenass,
§ 3. S5lo% messages.




This Radicman went through all the tasks and indicated which ones are a
part of his/her job. Brcause Tasks A and C are part of the job, a
check mark was placed by each of those tasks in the PART OF CURRENT JOB
column., Task B, *Rig emergency antennas,” is not part of this Radio-
man’s job so he/she did pot place a check mark {n the PART OF CURRENT
JOB column by Task B.

This Radioman correctly wmade the PART OF CURRENT JOBR judgment for all
the tasks on the Tist before going on to make any other ratings.

FREQUENCY and CONPLICAYED TO PERFORM Ratings

When you have finished indicating which tasks are part of your current
Job, go back to the beginning of the 1ist and complete the FREQUENCY

and COMPLICATED TO PERFORM ratings only for those fasks that you pre-
yiously indicated to be PARY OF CURRENT JJOB.

The FREQUENCY and COMPLICATED TO PERFORM ratings are to be made by
filling in the one appropriate rating for each. A different rating
scale is used for each of these ratings.

FREQUENCY Rating

For the FREQUENCY rating, indicate how many times you perform the task
per week or day, on the gverige. Use the following rating scale to rate
FREQUENCY:

1 = SELDOM (Less than once per week]

2 » OCCASIONALLY (Abcut once per week)

3 « SOMEWHAT OFTEK (2-5 times per week)

4 = OFTEN (ARbout ence per day)

5§ = VERY OFTEN {Mere than once per day)
For exch task that you checked as PART OF CURRENT J0B8, enter the gpe
rating (3 to 5) that Les? describes how many times per week or day the
task 1z perforwed.
COMPLICATED TO PERFORM Rating
For the COMPLIZATED TO PIRFOR: rating, indicate hew complicated the

task ts in terms of the

knowisdge and skill recuived to perfore it
sorrectly. Use the rating scale that begins on the next page for the
CONPLICATED TO PERFORM rating.
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1 = VERY SIMPLE
2 = SIMPLE

3 = SOMEWHAT COMPLICATED

4 = COMPLICATED

5 = VERT COMPLICATED

For each task thal you previously checked as PART OF CURRENT JOB, enter
the gne rating {1 to §5) that hest describes how complicated the task is
in teras of the knowledye and skill required to perform it correctly.

Exsmpie

After checking all of the tasks that are 2 part of his/her job, this
Radioman macde the FREQUENCY and COMPLICATED TO PERFORM ratings only for
those tisks that had been checked.

i M SRR
- ¢ BIANED B e
0 Be ovevoge, Sov 9Pt & prv B camytienied %
Ptors Bl Sonk? WY Mot B 2Fien
1 o MUNE {ires S swiaiaetj
T = SOSBRLT (Mt sommioeed ) t « W Javeg
:-mmeu:m 2 * 3mNL
o OTRS {hovt seendcy) 3 ~ ponvee
€ & W0 TN Py Sien camptgl C.W
(X3 >3
. _Encode/decode cail signs. \/ - 3

i
2. Rig esergency antzanss.
3

. Slot mes3ages.

Task 4&:
or W

This Radioman encoées/decodes call signs ogcasionally; aboyt
a "“2° was writfen in for FREQUENCY. In

terms of how comalica ed the task is to perform carra'tly,
this Radioman believed that it is .
he/she assigned a COMPLICATED TO PERFORM rating of "3 to the

task.
Task B:

This task was not checked &s PART CGF CURREKT JUB.

Therefore,

the Radioman did not fill in the FREQUENCY and COMPLICATED 10

PERFORM ratings.




Task C: "Slotting messages” is performed somewhat ofi.n: about 2 %0 6

} times per week, sc this Radioman assigned a FREQUENCY rating
of “3". The task was considered to be simpls in terms of the
knowledge and skill required to perform it covrectly, so a *2°
was written in for COMPLICATED TO PERFORNM.

I Go on to the next page and begin the questionnafre.
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it L33 SRTLISETR 70 PIATOe)

\[ S the arerago, bew eftee dv Jeu Row 2empitzaisd fo
periorm hls taakf s o3k 55 perfovs
1f sszreetizt
X Mt 3 » SELUA (iass Shom encelovet)
o 2 » SCOASIIALLY {Mbout amco/weed) 1 e WY MR
oantx? | 3o MNOORY GFTRH (2-8 times/met) 2= s .
08 & » DFTER {Sbowt secs/dey} 5 * MESRY (BPLICATES
S’MW(MM”IW) § » SPLITATER

5 * WXV CRPLICATIN

i, Set wp LF transmitters.

o T R ey LR R L s A . A

2. 3et wp BF transmitters,

3. Sct wp THF transmitters,

4. Set vp LF recefvers. |

$. Set up MF recefvers.

8. Set v VAF veceivars.

7. %at wp UNF trassceivers,

8. Set uwp YHF tramsceivers.

9. Set wp alallits tvenscelivers,

10. et wp the $SR-1 satellite receiver.

j 1i. Set vp antemm couplers/milticoupiers.

3 12. Sot'up crypte squipment.

13, Sat up leletypes.

14. Cwage pupar/ridbons on teletypes and
prietars.

. 15, Patch communicasions equipment pieces
tegether,

B 18, Raise/lower antemms,

[-57. Assemble/disassemtie sntemmas,

} 18, Piot ship positions for sntenna essignsments.

| 19. Load program tspes n mognetic tape rescer.

20. Losd program tapes is paper tape veader.

21, Parform late starts oa crypto equipment,

22. Chack fraquenzies for usability. '

§ 23, Use chivp rounder to determine frogquencties.

W‘Q —



R

This 1tam {8 for Reypunch purposes osly. Do
Mt write retings for this ene.

= the sverege, bow often & o
porforn his sawk¥

§ © JLMK [Less then swmex/wmed)

2 = SIOAKHINLT (Aboet scessraek)
3 « SPEPNY OFTTS (2-8 timslwei)
4 = WTIE (Abowt oneefisy)

S« AT OFISE (Xoen Shen wemaféey)

TR B ke

s ozt
Wi ek 4 perfucs
ewrmtiyd

t = R BN

2 = 2L

3 » XFZEWT CWPLILIG
4 ¢ S EANS

§ o TR (LI

a _ _

Conduct radie checks {secere/aensecurs).

N

LTenduct guality coatrel tasts oa tramsmit
frequencies.

Read journal {or channel) log taletypes to
deteruine system status.

Yeintatin communications status board.

11 messages from teletype or printer.

Screan {ncoming wessages for 'n‘!enacc.
precidence, secuyrity classificatien, etc.

3.

Operate reparforstor.

k7 8

Feistatn 1istening watch on radfctelephone/
vofce circeits (e.g.. Harbor Cosmon, HICON)
and determinre when call sign {s recefved.

Receive radiotelephone/voice zircuit mes-
sages and transcribe to hard copy.

i,

Log antries {n the Radistelephone log.

3.

Recognize and preperly comply with special
messtge handling procedures {®persenst! for®,
Hmited distribution, digh precedence,
stc.).

!

Hoaitor chennel auaber contimuity for mms-
sage traffic,

Draft broadcait scresn vegquasis &5 apprap-
riate.

Log {ncoming messages.

Log mesyagrs in Guneral Message Log.

copy qualfity,

Reproduce massages on photacapler and veri?y




Use rerting pilds s datsimiae éistridetion
or reuting ¢7 {ncoming messages.

o=

S % overgn, dow olwm e rec
Scfvn Wiy fect?

b * 3Rt {Lens Shee 3mesiuaet)
3+ MEMINERLY [t ssmsieet)
3= SUEENT S8 {04 tHneswevk)
& * WA Libent eneeldcy)

§ o NN/ SFRA Owes e weeaifer

MELIREE X MUV

Sov opitsatod 13
Wiz St 2 parfere

1 = 9Nt 390es

2« sane

1 © JDERRT (9 KAl
1 « SRR ERG

§ « IAE WL IeAT

¥se Stomdard Sudject Identification Codes
(331C) Famus! ta cerrect the fatermel 4is-
triduticn of mussages ok the Vides Fiapisy
Yersimal {WO7).

Mawily revts sessages te appreprists det-
tinations {e.g., 317 messages, pest on rsad
board, atc.). :

Verify ectgeing rough drufis for complete-
pess, pccurscy, fermat, eod relessing sigma-
ture, .

Procass 2-1332 Ferus (dets petiars message
relisese forms}.

Log sutgaing messiges.

fxter OCR Forms Inte Qptice! Zharscter
Resder (O0R).

¥re ¥ideo Bisplay Termingl (YO7) to trevkle- }
sheet aad cervect GIR Farms that haxe bean
rejectes.

; g 1.

Bomsvs OCR forms frem Optical Cheracler
Sessar (OCR) axd recerd Preciscing Sigm!
thmbers {PSis) sad times of irmnsmisifon,

Priscitizs sutgoing mstopit accerding ts
precedency sad tiam of receipt.

Verify smeth messiges uith swpsryiser/
relonting s¥fizars prior s tromcmissien,

Presfroné ustesing wersiges prisr s
trassmizsion.

b . T o

wussages,

Zecord tine of delivery and sarvice cresi e
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.

Frectets commecic) sessiga traffic {perferm
wnd chunts, dcterwine costs, #ceept fends,
ate.) wvd mpintzin ssanciatod files/reperis,

,J
11
o
o
s
-

G0 Ba 2oereg, haw ol & s
pororn tids taei?

1 = S {less thee awafmet)

1 » ECRNENLT {Mnet mnfvet)
3 » SIDEWRT FEE (-3 thawcsnet]
i » PHZE (Mbevt smseider)

£ o WAL OFNE Qe then Jecaidiy)

Sow sorpdterted 72
Bt sl 9 pirfers

1 & Sy S¥LL

& = P2

3 = JSNG ORPLIATS
4 » GRPLCRS

§ = TR WWPLYANE

Civse sut/cosmencs 311 redis circuit legs ot
changs of radis day.

Prepare/trusomit IL/1I9 repiris.

Mintain comunications ceatsr msssage
files.

Paistsin general messege Files.

faintafs brosdeast filex/legs.

Mfatsis message migeetic tape files.

Select/uss relsveat gemarsl comamizations
publicetfois, fastrections; and Zirectioms.

Yaks correcifons te snd page chick commesi-
cations ptlications.

faventory gesers] commmicat{ons pwblica-~
tions,

Typefformat/edit massages on tefetype.

Type/Torsat/edit messiges on Video Display
Teraiss] (YDT).

Peternine spgrepriste formt for outgoing

[ryyrvyy)

P A

Type messapes wiine ALP-128 format.

Type sessages uifng ACF-128 Modified formet.

691

Typs messapes using JAXAP 128 formet.

i6.

Type messages viisg ACP-127 (RATG) forsst,

71,

Type sussiges vileg w2val Lorraspindeace
(Jetter, mescj forsat,




72,

2 (S ¢ paneTI
Type 2ad format mestayes for Optical Cher-
acter Reader (OCR) vsing typewriter.

JLIEEE

e Wa srercye, Sow Them @ yoc
poctore Shis tasi?

$ ® JOLMN (Lees shee encs/amat)

2 = QALY (Showd eoesAwek)
3 = NDNRY TR {2-5 tecr/mn}
& « SR (ddowt suce/sar)

$ * YENT OFHE {Swre then eam/iny)

foe oviglicated s

this 299k iv perfers
owrrestist

1 - wIRr St

2 350K

3 » BN CRSLIATTR
4 © SRR RATLS

i * Ty LI

73.

Lead peper tope desssges 1ats Yidee Display
Terainsl {707} for editing.

14,

Select and chacge te appragriste moda e ¥OT
{query, restar, service, et<.].

78.

Initfalize CDIL 1iaks wsing command tele-
type or tarxiasl.

Esteblish/maintain commwnications on thip-
thore, ship-ship, ar termination circuits.,

Int{tiatesrespond ts challenge and reply
grecedare o5 radictelepimne circsils.

Inftfate 2reusmiseion sutheatication pro-
cedures.

Estedlish/mainiain commmications on task
group ORESTEZ,

Entar commands or YOT to attablésh YFCT cir-
ceit configuratians snd chamaelfzations.

Cosrdinate comunicstions using poay 1o2gs
or sréar wires,

Operzte sir prehester contrsls,

e3.

Transait messiges via YOT terminal.

84,
#

Transmit piper tine messages uiing high-
toeed tape resder and cowmsns teielype
{CUDIX sysies}.

$ 5.

Transaft messsges via radiotaletype,

ss’

Transait sessiges vis radioclelephone/voica
cfreuit,

’ 07.

riste publications,

Encode/deccée tiadio frequencies, short sen-
tezces, and voice call signs wsing sporop-
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1e0 confideatis] materisls {excivding
s},

;!a!::L

20 e 390rege, dow 274G do e
perforn tiis task?

3 « SLOWM (Le3s then om0 wpet)

2 ® LATIOMLLY (Abset snce/sesk)
S © SMRIRT WIE £2-6 timensened)
4 = ITIR (Mext eeexitey)

§ » WY SFTER (Pere thin soes/dey})

pro. sV Bogat s ]

e ooyl icetad (s
iz Wk 9 perfere

1 « WXV soPLL

= S3RE

3 » SOFANT COLITATIR
4 = CONLIIATIR

€ = WIF ODWLICATER

Inventory confidential msterfais {excluding
sy,

Route confidential materials (exclwding CNS)
to sppropriste persvnnel,

,x.

Store coafidential miteriais {excluding
2 L3N

’z.

Destroy confidentis] meterials {excivding
0es),

3.

Keceive secret materials (excluding IMS).

Inveatery secret msierials (exciwding OMS),

Store secret materials {excludiag CN3).

Route secret materisls {excludiag IMS} to
aparopriste personnel,

Destroy sazret matarfals (excluéing CMS).

Receive top secret smaterfsis {excluding
{ns).

Nitness destruction of top sesret meterisls -

{excluding CKS),

181,

Kitawss the Inventery of (XS mterials,

1062.

Witrass the control of UMS asterizis.

Witness tha storing of CNS meterisis.

104,

Store CHS mgterials,

105.

Hitness tha destruction of (S mzterials,

106.

Check mescage recipieats’ fdantification snd
tecerity clearance to eagure proper ¢lagsi-
Ticsticn for lavel of traffic befng picked vp.}
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T T U R YL TN S E AN PO

LO? .

Egueacy

In the average, dew aften do you
perfern 2his task?

1 = SELOOR {Less thom ence/mek)

£ © GUCASIORALLY {Abaut ence/week)
3 = SOMEWMAT OFTER {2-¢ times/week)
4 » SFTER {About emce/day)

§ o VERY CSTEN (Mere then ence/diy)

SOTLICATE) 19 FEnsoen

Row coapifeatsd {3
this sk to porfemm
ewerectiy?

1 « YRY SBLX

L= SRt

3 o 2NWNT LOCLICATE
4 « EwLICATEY

§ « Kay cAPLICATED

This 1tem {3 for keypunch purposes only.
not write ratings for this one,

108.

FPerform praventive maintenance on receivers
{ustng Maintenance Record Cards, or MACs),

109,

Perform preventive muintensnce cr transg-
cefvers {using MRCs).

119.

Perform preventive meintenance on trangmit-
ters (using MRCs).

11,

Perform preventive msintenance on tntennas
{using MRCs).

112,

Perform preventive maintenance on antenns
couplers/muiticouplers {using HRCs).

113,

Perform preventive maintenance on teletypes
(using MRCs).

114,

Parform preventive maintenance on switche
boards (using MRCs).

115.

Perform preventive mefntenance on patch
panels (using MRCs),

1186,

Periorm preveniive maintenance ont reperfor-
ators (using MRCs).

117,

Perform preventive waintengnce on paper
shredders (using MRCs).

118,

Perform preve~tive maintenance on copying
machines (using MRCs).

119.

Perform preventive maintenzace on Optical
Character Readers (or CCRs, using MRCs).

120.

Perform preventive maintenance on remote
redio telephoue operating positions (using
HRCs).

Perform preventive maintenance on emergency/
portsble vadio equipment {using MRCs).




122.

Perforn preventive maintenance on automated
megsege reproductionsdistribution systeme
{using MRCs).

st

O tha sverage, hox ofism dv yeu
perform thig tasiy

1 = S5150% (Lest thes emce/weet)

2 o GITASITONALLY (Abeut gstt/weed)
3 o DAY AFTEX (2-§ tievs/wiek)
§ © OFTTN {Abowt cnce/dey)

§ o UIEY CFYER {Nerc tham smce/dey)

SHPLICATED 1O PERFORN

e conplicated 13
this task o purien
sorrociiy?

1= WET 3wt
2o e
§ » AT CIPLICATES

123.

Clean and {nspect tape heads.

i,

Perform preventive meintenance on telagraph
telephone signal converters (using MRCs).

125,

Perform preventfve mafntenance or radio zets
(using MRCs).

126.

Perform praventive maintenance on sutomated
comxinfcations systems {using MRCs}.

127.

Ferform preventive maiatenance on sudio
converters {including sudio digital con-
verters; using MRCs).




APPENDIX B

NAVY RADIOMAN JOB DESCRIPTION QUESTIONMAIRE FOR SUPERVISORS




RAYY RADICHAN -
JOB DESCRIPTION QUESTIONRMNAIRE

(FORM B: To be filled out by supervisors of first-term Radiomen)

Developed by:

Human Resources Research Organization
27857 Berwick Drive
Carmel, CA 93923

and

Personnel Decisions Research Institute
43 Main Streel Southeast, Suite 495
Exposition Hali
Minneapolis, MN 55414
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IKTRODUCT 100

The Navy is conducting a2 project to find the best way: %o measure the
Job performance of first-term Rediomen in the Mavy. This questisansirs
is an aariy step in thal project. Its purpose is io Jesrn more about
the first-ers Radioman job from thoss whe know it Dest--first-tarm
Radiosen and their supervisers.

Pleuse tzke the tizs necessary to carefully consider each {tsm and
angwer it to the best of yosur knowiadge, We appraciate your help.
PRIVACY ACT NOTICE

Under the authority of 5 USC 301 judgments concerning the job perfor-
sance of first-term Radioaea are rtquesteﬁ fsr a resaarch prejgct en
perforsance assesswent. ' ] . : £ PAR

F IN ANY ¥AY. If will Le used by ihe
Navy Personnel Ressarch and Dsvelopment Center 7or statistical purposes
only. Return of ths questionnzire constitutes scknowiedgmeai of these
Privacy Act provisions.

This gquestionnzire has been assigned Report Control Symbol OPHAY 53i2-
5(0T), which expires 30 Juns 1385,
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SENERAL INFORMATION

Please print your answars in the spaces provided or, where applicable,
place & chack mark in the gng biank that hest appliies to yeu. .

1. Name:

2. Social Security Nusber:
3. Complste Work Mailing Address:

£E-§
Other {(please spacify: )

§. How long have you been {n the Navy?

. Les, than Z years
2-4 yasrs
4-8 years
More than 8 years {piesss specify: }

i

8. For how long have you supervised first-tera Radioman?

Have not supervigsed first-term Radiomsn
Less than 3 months

. 3 menths 1o 6 months
6 moaths to 2 months

9 months to ! year

¥orz than ] year

]

80 on to the next page




Wh2t {s your current assignment?

____ Ship
Shore installation

If your cyrrent assignment is on ship, enter the ship type and hull
number (e.g., CVNGS, FF1083):

1f_vour current assignment is on shors, check the type below:

General Duty
MAVCAMS (2lso check one of the following:)
Fleet Center
Tech Control Facility {including SATUOM)
Message Center/Data Bass/Computer Ueck
HAVCOMSTA {also check one of the following:)
"Fleet Center
Tech Control Facility {including SATCOM;
Message Center/Data Base/Computer Deck
Recelver Site
Transmitter Site
NTCC .
Other (please specify: }

1}

How long have you been in your cturrent assignment?

Less than 3 months

3 months to S months
& months to 9 months
9 months to 1 year
Mors than i yezr

1l

Go on to the next page.
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INFORMATION ABOUT JOB TASKS

This section contains a 1ist of first-term Radioman job tasks. The
task 1ist was developed by examining job descriptions, talking with
Radlogen and thelr pervisors, and observing first-term Radiomen on
the job, This iist covers g1l first-term Radioman jobs at all instal-
Tations, so 1L may contain some tasks that the Radiomen you supervise
do not perfora.

In this secifon, you will answer three questions zbout these tasks:
--Is each task performed by the Radiomen you currenily supervise?
For each task that iz performed by them...
--How imporiant is it for mission success?
--¥han 1t is performed, how often is it performed incorrectiy?
As you 111 in the questionnaire, consider only the work done by your
sybordinates in yeur gnz:gn&_jghmgzglgﬁggn; Do not consider work done
by those you supervisad in previous assignments.
PERFORMED BY THOSE CURRENTLY SUPERVISED Jﬁdgaen:
Read the first task and decide whether it is performed by the first-
term Radiomen that you currently superviss, If the task is a part of
at least one Radioman’s job, place a check mark next tc the task in the
column labeled "PERFORMED BY THOSE CURRENTLY SUPERVISED". If the task
is not a part of the job of anyone you supervise, 4o on f{o the next

task without placing anythipg in the PERFORMED BY THOSE CURRENTLY
SUPERYISED column.

Go threough the eatire 1ist of tasks in this way. DO HOT FILL IN ANY OF
THE GTHER COLUMNS UNTIL YOU HAVE GONE THROUGH THE ENTIRE LIST AND
INDICATED WHICH TASKS ARE PERFORMED BY THOSE YOU CURRERTLY SUPERVISE.

Example

On the next page is an example of how one supervisor indicated which of
three sample tasks are performed by the first-term Radiomen he/she
currently supervises,




oty Byl sl
4 It 2015 tesk dure porfarsad fo- this 882 3¢ grrformeéd,

jeorrectly or poorly, what af7mt oftea 73 St v frand
1 asuif there be on Ww oissiral  {iseseractiy?

Ve

prarsIEY -
45T TOSE {1 o LITILE 90 B0 MERSTTIE SPFRCT(L » J0i00% (DX o= Tuss)
CURMETLY 12  NINE MSATIVE FPICT T« SCOStanLT {MN-91)
TIRIISL {3 « IOX MAAIIIE SIFIT {3 o SOMWAT FTIR {80-0087
4 > ISR ALITIVE TIYECT 1 o 2 (W-0M)
S » apEE MATHS LTICT 1 > YERT IS 90K or mers)
. ? -
1. Encpde/decode sl signs. \/ cC
Z. Rig esmrgency antennss.
3. Slot messages. 3
Y —

This supervisor want through all the tasks and indicated which ones are
performed by the first-term Radiomen he/she currently supervises. Be-
cause tasks A and C are performed, a check mark was placed by each of
those tasks in the PERFORMED BY THOSE CURRENTLY SUPERVISED column.

Task B, "Rig emergency antennas,” is not part of the job of any first-
term Radloman this person supervises, so he/she did pot place a check
mark in the PERFORMED BY THOSE CURRENTLY SUPERVISED column by Task B.

This supervisor correctly made the PERFORMED BY THOSE CURRENTLY SUPER-
VISED judgment for a1l the tasks on the 1ist before going on te make
any other ratings.

INPORTANCE and PERFORMANCE ERRORS Ratings

¥hen you have finished indicating which tasks are done by the first-
term Razdiomen you currently supervise, go back to the beginaing of the
task 1ist and complete the IMPORTANCE and PERFORMANCE ERRORS ratings
only for those tasks that vou previously indicated to be PERFORMED BY
THOSE CURRENTLY SUPERYISED.

The IMPORYANCE and PERFORMANCE ERRORS ratings are to be made by filling
in the gne appropriate rating for each. A different rating scale is
used for each of these ratings.

iNPCRTAHCE Rating

For the IMPORTANCE rating, indicate how fiportant the task is for
miscsion success. To do this, use the rating scale on the next page to
rate the effect that incorrsct or poor performance on the task would
have on the missicn.




1 « LITTLE QR NG KEGATIVE EFFECT

2 = MINOR NEGATIVE EFFECT

3 = SOME NEGATIYE CFFECT .

4 = MAJOR NEGATIYE EFFECT

5 » MAXIKUM NEGATIVE EFFECY
For each task that you checked as PERFORMED BY THOSE CURRENTLY SUPER-
YISED, enter the ppe rating {1 to 5) %that best describes the importiance
of that task for mission success, 35 gauged by the effect that inade-
Gguate performance on the task would have on the mfizsion.
PERFORRANCE ERROKS Rating
For the PERFORMANCE ERRORS rating, indicats how often errors are made
by first-term Radiomen performing the task with istan r
supervizion. Use the rating scale on the next page tc make the PERFCR-
MAKCE ERRORS rating.

1 = SELDOM (Performed Incorrectly 20X or less Of The Time)

2 ~ OCCASIONALLY (Performed Incorrectily 25-40% Of The Time)

3 = SOMEWHAT OFTEN (Performed Inccrrectly 40-£0% Of The Time)
4 = OFTEN (Parformed Incorrectly £0-80% Of The Time)

5 = VERY OFTEN (Performed Incorrectly 8C% or More Of The Time)

For each task that you previousiy checked as PERFORMED BY THOSE CUR-
RENTLY SUPERVISED, enter the gne rating (1 to §) that best describes
how often errors are made by first-term Radicmen performing the task
without assistance or direct supervision.

Exampie
After checking all of the tasks performed by his/her first-term Radio-
man subordinates. this supervissr made the IMPORTANCE and PERFGRMANCE

ERRORS ratings gnly for those tasks that had been checked. The ratings
are shown on the next page.
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R ARy S RO e
F- . - DNCes 1wt
v I Wit st vove gocforuni - Bis el {3 pyrfomse,
iy o peevip, abed oftued “ien 13 1 porfovmet
" dors 82 o8 W pisedmnt  {tesereetiy?

PemencEs
9 PRGE 11 = LITRL R 5 SENTINE SPVRCT i o LI (296 or 3es)
AT |2« MR EMIIN FPNCT 1t = XASNANLY {2-et)
wwg-mmmm 3 « JOEIIAT OFTIR {00401
» AR SERTIR HPHRT L:emm-lm
18 « wanem AR WrTECY * WA N (IUE ov more);

1. Escede/decede call sipey, v S 3

2. Rig sserpency aatemmss. |
3. Slot messeges.

Yk 2. =

Task A:  This supervisor believed- that encoding/decoding cali signs
fncorrectiy would have x azximum negative effect on mission
success. Thus, a "5° was written in for the IMPORTANCE rating.
Errors are made -~ - i --by
first-term Radiomen when they perform this tazk, so a rating of
*3% was assigned for PERFORMANCE ERRORS.

Task B: This task was not checked as PERFORMED BY THOSE CURRENTLY
SUPERVISED. Therefore, the superyisor ¢id not fi11 in the
INPORTANCE and PERFORMANCE ERRORS ratings.

Task C: *Slotting messiges® incorrectly wis beiieved to have 3¢me pegative
effect on mission success; thus, sn IMPORTANCE rating of "3* was
assigned. Ervors are made n3i - ne ti
by first-term Radiomen performing this task, so a "2" was writien
in for PERFORMANCE ERRORS.

G0 on to the next page and begin the questionnaire.
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-1t
PERFORIED
BY THOSE
CORREETLY

17 this task ware perfarmed lo-

wonld thare bs on the missien?

£ = MINOR MEGATIVE EFFECT

SUPERTISER (3 = SOME RESATIVE EFFECT

4 = PAJOX BEGATIVE EFFECY
£ = PRXIMM REGATIYE EFFECT

SR PP X “ TR AR

’ tafgﬁm; LIE

e this {ask is »¢

cerrectiy or peorly, what affect bew oftsn s 42 pacf

{ncerTacsly?

§ = LITILE OR MO REGATIYE LFFECT|I = STLOUI (208 or %

2 = GCCASIOUNILY (20
3 » SOREWAT OFTER (
4 = CFTEX (80-90X)

§ = YERY OFTEM {30%

1,

Set wp LF transaftters.

2.

Set wp HF transmitteri,

s

Set vp YHF transeitters.

4.

Set w LF racefvars.

5.

St up KF recefvers,

€.

Set up HT receivers.

7.

Sat up WNF transceivers.

Set up VEF trariceivers.

Set ¥p 3ateliits trinsceivers,

ie.

Set 3 the 55R-1 satelifis recafver.

Set vp anteams cwuplers/multicouplers.

Set wp crypte sguipment,

Set up telatypes.

Chsnge paper/cibbons on trletypes sad
sriaters.

Patch communicaticns equipment pleces
together.

1%.

Raisefloxer anteanat.

17.

Assemble/disazsembie sntemncs.

18,

Plet ship positions Tor antenca s3signemnts.

Losd pragram fapes in mgmetic tape resder,

Load program tapss 1A paper taps resder.

Parfora latas 1tarts oo crypis eguipaent.

Check fregquencies fer wsability,

Use chirp sounder tu detsraine frecvencies,




if
PEXFORVED
BY THOSE

LSUPER¥ISID

IRPGRTANCE

If tais tesk ware parforsad {s~

FEIRTORRAECE ERROR3

Lﬂ:ﬂ this task t3 perfermesd,

correctly sr peerly, what sffect {how eften 13 {2 perfermsd

would thera bn 2« the mission]

1= LETTLE OR MO MERATI¥E £FFECT
T = MINGR RECATIVE EFFECT

2 = J0ME WEEATIYE EFFECT

§ = WAJOR REGATIVE EFFECT

§ v MAXMN SPEATIVE EFFECT

facarsently?

1 = SEUA% {202 or le33]

2 = OCTASICKALLY {20-4337

¥ = SOMEWIAT OFTEN {40-603)
4 » TR {0-291}

$ = YENY QFIEE (8CF <r move.

24,

This ftem fs for keypunch purpesss oxly. Do
aot urite ratings for this one.

25.

Conduct radig checks {secure/sonsacure},

5.

Concduct quality zontrol tasts ee transmit
{requoncies.

Read Sournal {or channel) ’!og telatypes to
dsterwine system status. .

Maintein commmications status board,

Pull sesseges from teletyne or printer,

Screen incoming messages for relevence,
precedance, sscurity classification, etc.

Operats repsrforater,

Maintain Tistening wateh on radfotelephone/
voice circuits {e.§., Harbor Coamon, RITGHN)
ard detersine when call sign is recaived.

! 1.

Receive radiotelephone/voice circuis mes-
tages and transcribe to Rard copy.

.

Log entries {n the Radictelephons Log.

38,

Recognize 22d properiy compiy with spezisl
mesyage handliag procederes ("personal for®,
limited diztribution, Mgh precedence,
etc.). : )

Moniter channel aweber conténuity for mes-
sage treffic,

Draft breadcast scresn reguests as approp-
riate.

-

Log incoming messagqes.

{cg megsegas in Geneval Pessage Log.

Reproduce messages on ghotocepiar and verify
cooy quelity,

Wy



114
FERFORED
37 TNRSE
CURReENILY
SIPEXVISES

[PORTAACE

17 this teck were performed in
esreectly or peoriy. whet &ffect
wuld thare by o5 the afysion?

1= LITIE 0% I FESATIVE LFFECT
2 = MINGR RECATIVE EFFECT

3 = S0ME REGATIYE EFPECT

3 = BX2 BEIRTINE ITFHT

§ o BAXIIMM REGATIVE EFFECT

PERFORFASCE

Enes this task $s periorsed
bow oftea {3 12 parfarmed
freerreztiyl

§ o SELOR {KI o7 less}

2 = DCOASIGIRLLTY {¥5-401}

3 = SOFSWEAY GTFIEE (8R-801)
£ » DFYEM (#5201}

§ « YERY OFTT {8321 or more

&1,

Use routing guide to determine distributics
or routing of irzoming messtges.

12,

Use Standard Sudject ldentification Codes
(SSIC) Manual to correct the fatermal di3.
tributicn of messaget on the Yideo Risplay
Tsreinal {YDY).

43,

Karvally rocte messagas to appropriate das-
tinations {e.g., slot messsges, post oa reed
board, etc.}. '

44.

Yerify vutgoting rowgh drafts ﬂ;r conplets-
ness, accuracy, foraat, and releasing signa-
ture,

45,

Process DD-1332 Forms (data pettarm messige
releasa forms).

log outysing messages.

Enter OCR Forme into Optical Character
Reader (OCR],

Use ¥ideo Displey Tarminal (¥OT) to troubtu-
shoot snd correct OSX Forms that have desn
rejected.

43.

Kemove CCR Forss from Optical Character
Reader {OCR} and record Procesiieg Sfcmal
Husbers (PSKs) and times of iraasmission.

| s0.

Frioritiza eutgoiag messsges according to
pracedance and Cim of raceipt,

81,

Yerify ymooth messages with sugervisor/
relessing officars prior to traasmissteon,

52.

?roofresd outgoing messeges grior £
transsfssion,

Rzcerd time of dalivary end sarvice cross on
weLsrges.




t

Y.

if
PERFORMED
BY THOSE
CURRERTLY
SUPERYISED

IMPORTANHCE

2 = WNIROR NEGATIVE EFFECT
3 = SOME MERAVIVE EFFECY
4 = WAJCR MESATIVE EFFECT
$ » PAXIMUM NECATIVE EFFECY

Bf this task were performd in-
torrectly or poorly, whet effect
would thare be on the mission?

1 = LITTLE OR MO MEGATIYE EFFECT

PERFORMANCE ERRORS

¥nen tRI3 task 13 performad,
how often 33 it parfermsd
tncorrectir?

1 = SELDO {20% eor Vess)

2 = OCCASIONALLY (25-40%)

3 = SCHEWHAT OFTEN (40-$0%)
& = QFTEN (60-80%)

§ = YERY OFTEN (805 er wore)

54,

Process commercial message traffic (perform
word countg, determine costs, accept funds,
atc.} and maintain assocfated Files/reports.

55.

Close out/cosmence all radio circuit logs at
change of radio day.

58,

Prepare/transmit 21C/Z1D reports.

57,

M2intain communications center message
files.

58,

HMafntein general message files,

59.

Maintain broadcast files/logs.

60)

Mafntain messages magnetic tape files.

61,

Select/use relevant general communications
pubi{cations, instructions, and directions,

62.

Make corrections to and page check communi«
cations pubiicatfons.

£3.

Inventory genersi communications pudblica-
tions.

54.

Type/format/edit messages on teletype.

65,

Type/format/edit mezsages on Yideo Display
Terminal {VDT}.

Determinc appropriate format for outgoing
segsages,

Typa messages using ACP-126 format,

Type messages using ACP-126 Modified format,

Trpe wassages wsing JANAP 128 formet.

Type messeges using ACP-127 (NATO) forsat.

Type messages uxing Navel Correspondance
{letter, wmmo) formet.

B~12
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1
FERFORMED
BY THOSE
CURRENTLY
SUPERYISED

JIm NIV ] nv

3f this tagk were pcr!;rwcd in-

§ &iv iy TV EVENREWEY

then this tssk {3 parfermed

correctiy or pooriy, vhat effectihow often is it perfermed

Awould thera bs on the mission?

incorrectiy?

1 = LITTLE OR 20 MEGATIVE EFFECT|1 = SELDOX (203 or less)

T © RINCR NESATIVE EFFECT
3 = SOME KEGATIVE EFFECT
§ « MAJOR HEGATIYE EFFECT
§ » RAXIMUN KEGATIVE EFFECT

2 = OCCASIGUALLY {20-408)
3 « SOMEWHAT OFTER (4C-80%]
§ » OFTER (80-8038)

§ = JERY OFTEY {80F o mon

72.

Type and format messages for Optical Char~
acter Reader (OCR} using typewriter.

[ 7.

Load paper taps messages into ¥ideo Dispiay
Terminal {VYDT) for editing,

b 74,

Select and change te appropriate aade on ¥OT
{query, router, service, etc.).

| 2s.

Inftizifze CUDIX iinks usind comeand tele-
type or terminal.

§ 7s.

Estabiish/meintain communications on ship-
shore, ship-ship, or termination circuits.

} .

Inftiate/respond to challenge and reply
procedurs on radiotelaphone circuits,

| 78.

Inftiate transmfssion authantication pro-
cedures,

} 79.

Establish/maintain communications on task
group ORESTES.

80.

Enter commands on VDT to establish YFCT cir-
cuit configurations and chennelizations.

| 0.

Coordinate comunicatfons using pony Toops
or order wires,

82.

Operite air preheater controls.

83,

Transeit mescages via YDT termimatl,

j 4.

Transait paper tape messages using high-
spesd tape reader and commsnd teletype
{CUDIX system)},

¥ ss.

Transmit messagas via radiotelatype,

d 26,

Trantnit messages via radicteiephons/volce
cireuit,

g 87.

Encode/decode radio frequencies, short gen-
tences, 2ad voice call signs using approp-
riate pubiications,




¥

InPORTANCE

7 this task were parfermd fa-
corrscily or gesriy, what effect

e

b SN
PERATORHANCE SRRORS

Wen it Sk $s perfaymad,
how offan fs 1% perfsimed

Cxs).

114 wsuid there be oa the mizsianl [facervsstily?
PERFORVED
BY THOSE {1 » LITTLE OR 20 MEGATIVE EFFECT|1 » SELDON {i°X or lese]
CURRENTLY 22 » NINOR KEGATIVE SFFECT 1 = OCCASIONALLY {8C-403}
SUFERYISED 13 ~ SORE REGRYZYE EFFECT 3 = SOMEMHAT OFIER {40-65i)
4 = BAMR REGATIVE EFFECT 4 » QFTER (§0-203)
§ o MAXINUK WESATIVE EFFECT § v JEAY OFIER (60K or awre)
—
2 83. ZRecalve confidential materfals {excluding
‘ Ns).
85. Invantory confidentfal meterfsls {excluding ‘
NS ). ‘
| 90. Route confidential matertalz {exciuding CMS)
to appropriate parsonnel,
91. Stors confidential matarials {exclucing
sy,
‘. 92. Dastroy confidential materials (excluding .

: 93,

Secefve secret materials (excaud%ng cMs).

94.

Inventory secret materials {excluding (MS).

Store secrat materials {excluding CiS).

Route secret materialz {excluding CMS) to
approprizte personnel,

Destrey secret materials {excluding CK3).

Receive top secret materfals {exciuding
cus).

¥ 99,

Witaess destruction ¢f top secret materials
{excluding CHS).

100.

Hitness the recaipt of CNS materials,

Y101,

¥itress the inventory of CMS materials,

102,

¥itness the control of CMS materials,

103,

Witnass the storiag of CKS meterdals,

R 104,

Stors CKS materials.

ilGS.

Hitnass the daztruction of CHS materisls,

1 196.

Chack megsage recipients’ fdentification and
tecurity clearance to easure proper classi-

fication for 2tvp} of traffic baing picked Up:




IRy s - N

Y

i
PERFORMED
Y TH0SE
CURRENTLY
SUPERYISED

it this task were performed {n-

weid there be on ths mission?

2 = AINOR NEGATIVE EFFECT
3 = SOME NESATI¥E EFFECY

4 = MASOR REGATIVE EFFECT
§ = MAXINGN NESATIVE ZFFECT

When this tesk 13 purformes

cerrectly or poorly, what effectihow s7ten §5 (t performed

incorrectiy?

i Ll?ft! OR MO XEBATIYE EFFECE (1 » SELDOX {20F er Jess)

Z = QCCASIONALLY {20-408}
3 = SOMENMAT OFTER {40-60%
4 = QOFIER {60-30%)

] “ YEXY OFTER {80% or mon

i 107.

This ftem 13 for keypunch purpesas only., Do
not wrize ratings for this ene.

108,

Perfors preventfve maintensnce on receivars
{using Msintenance Record Cards, or MKCs).

g 109'

Parform preveniive maintenance or trins-
cefvers {using MRCs).

¥ 110.

Perform praventive aistenance on transmit~
ters (using MRC3).

3 111,

Perfcrm preventive meintenance on anternes
(using MRCs).

Perform praventive maintenence en antenna
couplars/multicouplers (using MRZs).

113,

Parform preventive maintenance on teletypus
{using HRC3).

£ $14.

Perform preventive meintenance on switch-
boards {using MRCs}.

115,

Parfors sreventive maintarance on patch
panels {using ¥RCs).

116.

Parfors preventive maintenance on reperfor-
ators {using MRCs).

f 117,

Perforz preventive mzintanance on psper
shredders (using HRCs).

§ 113,

Perform preventive mainteaance or copying
machines (usirg MRCs).

£ 119,

Perfors preventive maintenznce on Optical
Character Readers (or OCRs, using KRCs).

j 120.

Perform preventive maintenance on remota
radio telephone operating positions (using
HRCs ),

‘I 121.

Perfore preventfve maintenance on emergency/
portsble radic equipment {using MRCs).
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V 17 Sifs task ware parferaed in~ [“has thfe 2c3% 13 perferoed,,
ssrrectly or peerly, what effect (how eften 15 (L parformed

ir weuld Shere be op %he mizsienl [éncerrsctiy?
PERFORIED )
BY THUSE {1 = LITTLE OR #9 REGATIYE EFFECT (1 » 3KLD0L (205 er luss) |
CORCERTLY (2 = RINOR NESAYIVE EFFECT $ » QCCASICIALLY (20401}
SUPERYISER {3 » 3OME PMERATIYE EFFELT 3 ~ SOMEVHAT GFTEN (43-80%)
4 = BAJUR REEATIVE EFTECT 4« OFTER 83-801)
§ o SAXIM NEEATIVE SFFECT 3 o VEMY SFTER {90F 3r sy}

122. Perform prevantive mintenance on automsted
message reproduction/distribution systems .
{using MRC:).

123, Clean ead faspect tape heads.

124. Perform praventive ma{ntemance on telegraph
telephone signal converters (using MRCs),

125. Perform preventive maintanance oa radic sets
(using MRC3)}.

126. Perform preventive saintensnce on sutomuted
communicitions systems {using MRCs).

127. Perfore praventive maintenance cn sudio
converters {fncluding sudic digital con-
verters; using WRCs},

Imm
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CRITICAL TASK SELECTION STEPS FOR CATEGORY |




[
a

CRITICAL TASK SELECTION STEPS FOR CATEGORY !

Select the eight tasks from the category with the highest overall mean criticality
values.

Replace’ these tasks if they fall below the overall mean frequency value for the
category.

Replace tasks if the percentage performing (incumbents) or the percentage supervis-
ing {supervisors) is iess than 50 percent.

Replace tasks if the frequency mean or the importance mean in any of the sampiing
cells falls below -1 standard deviation for that mear for the tasks in the category.

Replace tasks if the percentage performing or percentage supervising falls below 40
in any sampling ceil.

Replace tasks if the mean for performance errors falls below the mean for the

category or if the mean for complicated to perform falls below -1 standard deviation
for the category means.

!Replaczments were always drawn in order from the list of tasks ranked by overall

criticality mean, and were drawn where possible to meet all decision criteria prior to the
current one. For example, in Step 3, the next unselected task from the rank ordering on
the basis of criticality mean would be selected if its frequency mean did not fall below
the overall frequency mean for the category (Step 2).




APPENDIX D

FINAL SELECTED CRITICAL TASKS




10.

1.

i2.
3.

14,

16.
i7.
18.

19.

21,

22.

FINAL SELECTED CRITICAL TASKS
Set up crypio equipment.
Set up teletypes.
Change paper/ribbons on teietypes and printers,
Patch communications equipment pieces together.
Type/format/edit messages on teletype.

Select/use reievant general communications publications, instructions, and
directicns.

Inventory confidential materials (excluding CMS).
Inventory secret materials {excluding CMS.)
Destroy secret materials {excluding CMS).

Screen incoming messages for correct address, precedence, security classification,
etc.

Recognize and properly comply with special message handling procedures ("personal
for,” limited distribution, high precedence, etc.).

Monitor channel number continvity for message traffic.
Use routing guide to determine distribution or routing of incoming messages.

Manually reute messages tc appropriate destinations {e.g., slot messages, post on
read board, etc.).

Verify outgoing messages on DD-173 for completeness, accuracy, format, and
rejeasing signature.

Prioritize outgoing messzges according to precedence and time of receipt.
Proofread outgoing messages prior to transmission.

Maintain communications center message files,

Route ciassified messages (excluding CMS) o appropriate personnel.
Receive classified message traffic (excluding CMS).

Perform preventive maintenance on receivers {using MRCs).

Perform preventive maintenance on transmitters {using MRCs).




